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13. Click in Cell A4.

14. Type Gardner.

15. Press the TAB key.

16. Type Leslie.

17. Press the TAB key.
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19. Hold the SHIFT key and
Press the underline key
once.

20. Type gardner.
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22. Type hotmail.com
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Make sure all of the information is in
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23. Click in cell AS.

24. Type Rachelle’s information:
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30. Click on
REMOVE HYPERLINK.

31. Remove the hyperlinks on
all of the e-mail addresses.
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32. Are all of the blue lines
gone?

34. Click on cell Al. \

35. Click on the B button.
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46. Click on cell A2. = Training for able Computer Skills
ay-July 2001
Last Mame First Mame E-Mail
Leslie leslie_gardner@hotrmail. com
ebber Rachelle  rachellek@yahoo.com
. /_ Hussein Rahima Rahirmahusseini @hotrmail corm
| 7 [Hussein Abduljabar  abduljabarB@hotrail. com
47' Clle On the B button' | B |4l Fakiha Fakihaali3@hotmail. com
| 9 |Moua Hiong Moua_Hiong@@hotmail. corm
| 10 | Teferi Tsige te_teferi@hotmail.com
| 11 |Gomez Iario gomezm_2002E hotmail. com
| 12 |Gelew Mulugeta mulugetahbelewi@hotmail.com
| 13 |Brown John BrownerS@yahoo.com
| 14 |Mohamed Abdullahi mabenzi_299@hotmail com
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@_] File Edit View Insert Format Tools Data Window Help Typ
NI = NE= RN e =W e N S A BRSNS s A A W LN |
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48. Highlight cells A4 to C9.  |(Smssiv -4
Ad A fx Gardner
NN L T - [ c [ u [ 1T [T 9 [ w [rf
1 |Training for Employable Computer Skills o
2 |May-July 2001

| ast Name First Name E-mail
Leslie ner@hotmail.com
Kebber  Rachelle
Hussein  Rahima ahimahusseind@hoymail.com
Hussein Al ar abduljabar@8hotmail fom
Moua Moua_xiong@hotmaicom

Teferi Tsige ts teferi@hotmail.co

49. Click on the SORT
ASCENDING button.
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28] Microsoft Excel - Book1
E"_‘] Ele Edit Mew Insert Format Tools Data  Window Help Typ
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50. Right -Click on the : © oo o g
A - 7 Kebber
number next to Rachelle T ) T S - T
N 1 |Training for Employable Computer Skills m
Kebber’s name. 2 Vay-hly 2001
| 3 |Last Name First Mame E-mail
4 Gardner _ Leslie leslie gardner@hotmail.com
e e
| 6 Cut Rahimahussein1@hotmail.com
| 1123 copy ar abduljabar@8ghotmail.com
. 8 gl e Moua_xiong@hotmail.com
= ts_teferi@hotmail com
51. Click on DELETE. e
—1 Insert
1
71 Celete N
j CIaarCo‘@ems
—j] ¢ Format Cells...
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52. Save this exercise on your disk.
Name it EXCEL 2.




